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APPLICATION FOR RECORDS DISPOSITION STANDARD | " | ., ;

i

INSTR UCTIONS Prepare in dupli icate ernd forward to the Records Management Analyst, Management Systems Dwnsmn

3. Dapt., Division, Subdivision & Admlnlsterlng Office Address : FOR RECORDS MANAGEMENT DthSION USE ]

MARTA s ' Date Received | ‘ Application No. Date Completed |3

) + . ! B h I

Finance & Administration ! _ AUG 11 1977 SEP - | :

Personnel Division o ,' ‘77 2'5 2 1977 ;
401 West Peachtree St., NE - SUITE 2200 1. Applrcanon 2. Dept. Apphcauon No.

Atlanta, GA 30308 ' i

- b

4. Person to Contact T ' o | 5. Working Tnle : ' : 6. Telephone Number E

James A. Merritt mnager of Beneflts . 586—5236 ;

7. At;ion Reguested D T o T :

a. Establish Retention Schedule; record will continue to accumulate. .

b. [ Dispose of present accumulation: no {urther accumulation antucupated : !
3

¢. 3 Amend Application No. Check One: [ Change; [0 Supercede; [ void

8. Dates of Series g, Re_cofds Series Title (foflowed b{/ title used in office; if different) . .

Earliest Latest '

1950 | Present MARTA Employees Non—Un.'Lon Pension Cammittee Subject Flle ‘
10. Dlv:s.—lgr:;nd Office Function What is the function of the quslon and the Office in which this record series is created? -

The Division of Personnel is respons:.ble for the establishment and admin:l.sterlng of
personnel procedures for the Authority.

The Division of Personnel develops and maintains adequate recruitment sources to meet

the manpower needs of the Authority. It maintains personnel records, with the exception
of the Division of Transportation and Maintenance. Specifically, it develops, implements,
and monitors the Authority's compensation and benefit programs, employee performance
evaluation plan, and a contimiing employee relations program for personnel at all levels
within the Authority. Also, this division monitors and enforces the Authority's
Affirmative Action Progran.

1

11. Record Series Description This file contains the follong documen_t;s_{ihclude form }Jumbers and titles, if any): i T
Attach samples of the file,
Documents relating to: holding . meetings and recording proceedmgs of meetings of the

MARTA Employee's Non-Union Pens:.on Comittee.

Included are: o ‘ o Employee enrollment records,
general oorrespondence, prem:.um notices, Pens:.onable earnings and contributions;
Union Mutual Insurance Company records; financial audits.’

File is arranged: chronological order by date of meetings

12. Monthly Reference Rate How often are records referred to which are: i - T :
One to six months old _AL . :Seven to twelve months old 0 . ; Thirteen to twenty-four months old 0 :
twen}v-five months and older’=" - O . - % ; ' '

13. Annual Rate of Ac;:trr_na;;ion of Records

Lettersizedrawers _________;lLegal-sizedrawers _____._ ___ :Shelves

——_; Other (spgcify} S - —

3012 {3/76)
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vES | NO | 14. Questionnaire {Place an *"X" in the proper column) ]
a. Is this the official copy rf the series? B )
XX if not, where is it? ' ) o
[ b. Does the series contalnﬂconhden_t;al_mformatnon requmng security handlang? It yes c;te law or regulatlon

XX g . i

XX c. Is this a vital record? Pogsible ' S }
d. Does this series have historical or long term research value? Poss]_ble -

XX . When nne o v doctments i The Bile mike 11 necessy (o ket (e enlnge ffe Ton lony per unl umhl lh:-w clm uuu-ulr. Im R

scheduled separately? - -

XX f, Vls the |nformat:on contamed in this series ever publ:shed? If yes, attach copy. R )
11 g. Is the information contamed in this series ever analyzed and/or recorded in a summarized report? o
___,_AXX B If yes, attach copy. "~ = - R, e

XX h. is there a duplication of this senes |n vour offuce or in another office or agency?

If yes, where?
XX N i. s this series {or a major portion of it} reguiarly rnlcrofnlrr;ed? o -
(XX j. Does the record senes rﬁsmt m a cc;r;puter prmtout? L
15. Retention Requirements . The following requnres the sen;; to b:k;b_tw i

a. State Law B - years. d. Audit period —_— I.r____ years.

b. Statute of limitation ST et o years, | T e Administréti—ve need’ T years:

¢. Federal law — o yRArS, f. Federal reterition instructions - YEars.

Attach copy or excert of laws or regulations. Explain administrative need. 0. 0 i T

Possible reference material. -

s - - - : . ) - . - N

o e Sl T - _— SR - .

16. Approved Dusposmqn Instructions - - Thns agency recommends that the fule series be cut off at the end of each:
i ) e ”L ‘}-;-“y:;—"'i B o . ’ }g‘@al_endar Yegr; .D Fi;cgl Year: D' cher_ - : ~ m_s___ m t-l:_\.er!,

XX Hold in the current files area month(s) _..__l__#“._. year(s); then o .

gTransfer to local holding area; hold _YQ_ __ ____ year(s); then

O Transfer to State Records Center; hold __________ vear(s}; then

Destroy. : .‘ '
O Transfer to State Archwes for permanent retention, '
O Other (Specify) - A S i
. 3 ) - -
These instructions apply to all prior and future accumulations of the series. Tt
) (Indicate briefly rationale for recommendations above/or write additidnal re_marks):
. APPROVALS , s '
?pﬂwed | Dew;c rds Management Officer Date Approve Legal Gaynsel 5 ( Date
: /677
1 ”\%ﬁ/ g‘ 2-'77 y: ision of -I—\—L]dn CD)gte

pproéed Department of Arfhlves and Hlstorv . Date

%‘j s Managemeng Analyst T Date e Approved MARTA Management Advisory Committee
[z P ceer s

Date
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